
Claims Management User Guide – Updated 11.15.10 

As a Grantee of an award from IHCDA you may be able to submit claims online using the IHCDA Online 
(https://IHCDAOnline.com) Claims Management site. You can also report your Award Job Hours online. 

Submitting Claims 

Please note that not all funding programs currently allow electronic claims submission. 
 

1.  Login with you user name and password. 
a. If you need instructions for obtaining a user name and password, see the video entitled Registering a 

Username and Password on the IHCDAOnline Resources and Training Videos page. 
(https://ihcdaonline.com/Links.htm) 

2. On your Programs Menu – click ‘Claims Management’  

 
3. What appears next is your list of claims prepared. 

 

4. You will see the Claim Number, the Award Number, the total amount of each claim, what step in the process the 
claim is at (for example, Claim Submitted by Grantee, Claim Reviewed, Claim Complete), the status of that step – 
Awaiting Approval, Approved, etc. and the date of the last status.  The claims will be listed by order of claim 
number with the most recent being at the top. 

a. Note: The steps that the claim must go through will vary depending upon the funding source. 
5. You can search the list for a particular award by clicking on the funnel at the top of the award column. 

https://ihcdaonline.com/
https://ihcdaonline.com/Links.htm


a. Type in the award number being sure to put in the dashes.  It is not case sensitive. 
b. Hit the ‘Enter’ key on the keyboard. 
c. To un-filter the list – delete the award number and hit the enter key on the keyboard 

6. You can sort the Claims List by Claim Number, Award Number, or Step by clicking on the header of the one of 
those columns.  

7. You can change the list of claims to show claims against ‘Consulting Claims’ by changing the option in the drop-
down directly above the claim number.  

  
8. To see the details for a particular claim, click on the Claim Number. 

Create a New Claim 

Use the ‘Create Claim’ link to the left of the Claims List to start a new Claim. 

 
You will be prompted to choose the Award against which you want to make a claim.  Select the Award from the list. The 
list will include your active awards. Then click ‘Create Claim’.   

 
 
**Note**  If the award you are looking for is not in the list, there could be several reasons: 

 There is an active claim already in progress (only one active claim can be processed at a 
time for most awards). 

 Your organization is not set up as the grantee of the award 

 The award is not classified as active with IHCDA. 
 

 
The Claim Detail will include several pages:  the Claim Summary page, the Claim Page, the Narrative page, the Vendors 
page, the Vendor Payments page and the Status page.  Navigate through these pages by using the links at the top. 

 
The claims summary page shows info about the current claim as well as previous claims for this award. You can see the 
budget breakdown for the award, previous draws against line items, and the remaining amount for each line item. If 
your award is not restricted by budgeted line items, you will see all available line items for your award. If your award 
requires claims against individual buildings, you will see a list of those buildings along with the line items associated with 
those buildings.  



 
 

Claim Page 

To modify the current claim, click on the 'Claim' link. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The claim page shows info about the current claim for this award. You can see the budget breakdown for the award 
along with the remaining amount for each line item. Enter the amount you are claiming in the Amount box. If your 
award is not restricted by budgeted line items, you will see all available line items for your award. If your award requires 
claims against individual buildings, you will see a list of those buildings along with the line items associated with those 
buildings.  
 
You may also enter any comments you wish regarding the claim. 
 



Once you have entered your claim amounts and any comments, click the 'Save' button at the bottom of the page. 
 

Narrative Page 

Some funding programs require that narratives be submitted along with each claim. If there are narrative boxes on this 
page, you must complete them prior to submitting the claim. 
 

Claim Vendors page 

 ARRA funding programs require that vendor expenses be submitted along with each claim. This information is required 
for vendors as defined by the ARRA rules. Vendors are specific to each award and only need to be entered once for the 
duration of an award. If you are unsure as to what must be reported under your award with IHCDA, please contact the 
appropriate IHCDA staff member. 

 
To enter the vendor info type in the name of the vendor. 
 
Enter the federally-required Data Universal Numbering System (DUNS) number for the vendor. If the vendor does not 
have a DUNS number, click the ‘Override DUNS’ box. The DUNS number should be 9 digits and not used by any other 
vendors on this claim.   
 
Enter the 5-digit zip code where the vendor’s headquarters is located. 
 
Select the North American Industry Classification System code for the services provided by this vendor from the list.  If 
the vendor has provided multiple services, specify the NAICS code that most closely matches the primary service 
provided.  You will need to first select the category and then the more specific code. 
 



Enter a description of the services provided by this vendor. 
 
Click the ‘Add Vendor’ button to add the vendor to the claim.  Everything must be filled in before you can save. 
 
Once added, the vendors for this claim will be listed in the ‘Manage Vendors’ area at the bottom of the page. 

 
You can click the ‘Edit’ button to the right of the vendor’s info to make changes to any of the information. 
 
You may delete the Vendor by using the ‘Delete’ button also to the right. 

 

Vendor Payments Page 

Once you have Vendors added to the Claim, you will need to enter the payments you have made to the Vendor.  Do this 
on the Vendor Payments page. 

 
To add a payment, select the Vendor. Then enter the Expense Date and Amount.  Item Group and Line Item are optional, 
select as required by the funding program.  You may also enter a Document ID and an Expense Description.  Then click 
‘Add Expense’. 
 
Once you have payments added, they will be listed at the bottom of the screen in the ‘Manage Expense’ area.  From 
there you can Edit or Delete an individual expense. 
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Award Job Hours Page 

On the Award Job Hours page, enter the number of hours for job-positions that were ‘created’ with stimulus funds and 
the number of hours for job-positions that were ‘retained’ with stimulus funds for this claim.  Enter the hours in the 
construction category and non-construction category.  Click the ‘Edit’ button to enter the hours.  Click the ‘Update’ 
button to save.  Alternatively the Award Job Hours may be entered by clicking the Manage Award Job Hours link.  Job 
information should be entered monthly and must be completed before the third day after the quarter ends. 

 
 

Submitting the Claim and Receiving a Receipt (Summary Page) 

Once you have entered all the information, you will need to submit the claim.  Go to the Summary page and hit ‘Submit’ 
at the bottom of the page.  

 
 
If everything is complete, you will receive a receipt for the claim.  You can also print the receipt later by clicking the 
‘Print Receipt’ button.  An Authorized Signor needs to originally sign the claim form and keep it in your records. 
 
To finalize the claims process you will need to create a PDF of the signed claim form and all required back up 
documentation.   The claim will not be processed until this PDF is uploaded and received by IHCDA.  See below. 

Uploading Supporting Claim Documentation 

Overview 

Users have the ability to upload documentation required when submitting claims through IHCDAOnline starting 
December 1, 2010.  For example, a signed claim receipt can be uploaded and sent to IHCDA after submitting the claim 
eliminating the need to send the signed receipt via mail.  Once documents have been submitted, users will have the 
ability to view those documents associated with the claim that was submitted. 

Process for Submitting Documentation 

Step 1: In order to submit a claim receipt or other supporting documentation for a weatherization claim the user will 
need to select the claim receipt from the claim list.   



 
 
Step 2: A new link ‘Supporting Documentation’ will appear for the user to select. 
 

 
 
Step 3: The user will need to save a copy of the claim receipt and supporting documentation as a PDF on his/her 
computer and browse for the folder where it was saved.  If any other documentation has been uploaded the user will be 
able to see it displayed in a grid view.   
 

 
 



 
 
Step 4: The file name should appear in the ‘Upload Document’ field and the user will need to select the ‘Submit 
Document’ button in order to send it to IHCDA.   This finalizes the process  
 

 
 
Step 5: In order to view the documents that have already been uploaded select the ‘Select’ button in the grid view 
displayed below the ‘Submit Document’ button. 

 

Managing Award Job Hours 

For each award under the Recovery Act, IHCDA is required to report information on the job-positions created and the 
job-positions retained. This information will be collected on a monthly basis and must be submitted no later than 5 days 
after the end of the quarter. You will need to report the total hours worked by all employees whose job was either 
created or retained due to this award. For employees that have multiple duties and only a portion of this project funded 



those duties, only report on the hours directly related to this award. If your organization has multiple awards, you must 
report the employee hours that are directly related to each award separately. 
 
Job information should be entered monthly and must be completed before the third day after the quarter ends. 
 
 
Click the Manage Award Job Hours link to enter Job Hours for an award. 

 
You must then select the award for which you wish to enter hours. 

 
 
 
Click the ‘Edit’ button to enter the hours.  Click the ‘Update’ button to save.  Note if you have entered hours as part of a 
claim, those hours will be displayed. 

 


